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Introduction 


\ 


Everyone agrees that typing is an important skill for students to learn. 
Once they know how to type, students can dramatically improve their 
productivity in Language Arts, Science, and Social Science classes, where 
they can produce reports, stories, and letters quickly and neatly. Keyboard 
literacy is also the first step to computer literacy. Students need to be 
familiar with a computer keyboard to effectively use tools like word 
processing and to do programming. 


Learning to type used to be a slow and sometimes painful process, but 
not any longer. Keyboard Cadet makes typing fun without sacrificing 
educational integrity. Beneath Keyboard Cadet’s attractive graphics and 
exciting lesson formats lies a sound educational design based on proven 
typing methods. With Keyboard Cadet, students will be highly motivated 
to learn touch typing and achieve typing mastery. The program's many 
levels make it easy enough for young children and stimulating and 
challenging enough for teenagers and adults. 


To help students learn correct finger position, the program displays a picture 
of the keyboard and a picture of correct hand position on the screen. 

In addition, the correct keys the student is to type flash on the picture 

of the keyboard on the screen. In the first 13 lessons, the program gives 
students practice typing letters, digraphs, and words. In Lessons 14 and 
15, students type sentences and then take a timed test by typing paragraphs. 


This educational package contains everything you will need to teach touch 
typing: a program disk, a back-up disk, a Reference Card, a user's guide, 
and this teacher’s manual. Inside this manual you will find information 

on the program's educational objectives and educational design, tips for 
using the program in your classroom, and reproducible activity sheets 

that students can work on when they are away from the computer. 


You will note that unlike almost any other typing program, Keyboard Cadet 
offers comprehensive instruction on the QWERTY (standard) and the 
Dvorak keyboards. The Dvorak keyboard is an alternative arrangement of 
letters that puts the most frequently used keys on the home row and 
eliminates many of the awkward finger reaches on the QWERTY keyboard. 
Many people are able to type faster and more accurately with the Dvorak 
keyboard. Although the QWERTY keyboard is more widely used, the Dvorak 
keyboard is gaining in popularity. Some microcomputers now have 
switches that let you change to the Dvorak keyboard. We think it is 
important to offer both keyboards; you have the flexibility to decide 

which one to teach. 


Mindscape Philosophy 


Mindscape, Inc.,is a subsidiary of SFN, one of the nation’s leading 
educational publishers. Mindscape combines a tradition of educational 
experience with a dedication to meeting today’s demand for new 
approaches to education. The result is innovative computer software for 
schools and homes that fully utilizes the computer to make serious 
learning rewarding for students. 


Educational 
Objectives 
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With Keyboard Cadet, students will: 
= learn touch typing 
=» become computer literate 


= improve their written communication skills 


Learn Touch Typing Skills 


Touch typing is an important skill to learn. Although Keyboard Cadet uses 
a game format to help make learning more fun, the primary objective 

is to teach students proper touch typing techniques. And although 
Keyboard Cadet uses a computer to teach typing, students can apply their 
typing skills to a typewriter as well. 


Become Computer Literate 


Becoming familiar with a computer keyboard is an essential part of 
becoming computer literate. Students will find that their typing skills 
streamline and enhance such computer-related activities as 
programming and word-processing. 


Improve Written Communication Skills 


Lear:: ng to type efficiently will make it easier for students to write 
reports, stories, and letters. Achieving typing mastery will make students 
more productive and will free them to concentrate on the task at hand. 


Educational Design 


Keyboard Cadet was designed with students in mind: it is meant to be 
both fun and educational. The spaceship graphics, zooming letters, and 
escalating point values awarded for typing accuracy will keep students 
motivated. But the program’s sound educational design will ensure that 
students learn proper touch-typing techniques as they progress through 
the lessons. To get maximum educational benefits from Keyboard Cadet 
in your classroom, you may find it helpful to read this section, which 
explains the pedagogical features built into the program. 


Program Structure 


Two keyboards Keyboard Cadet gives you two keyboards to choose from: 
QWERTY (standard) and Dvorak. For each keyboard, there are 15 lessons— 
a comprehensive program of instruction. 


Sound Educational Approach The lessons are based on the best-selling 
typing course used in schools; keys are introduced in the same order, 

and skill development progresses the same way. On each keyboard, Lesson 
1 starts with the basics—the home-row keys. Lessons 2-12 each introduce 
several new keys and give additional practice with keys introduced in 
earlier lessons, until all letter and number keys have been learned. 

Lesson 13 is areview of the first 12 lessons: students must type 35 words 
and number combinations drawn from the entire alphanumeric keyboard. 
In Lesson 14 students type sentences. In Lesson 15 students test their 
typing skills by typing paragraphs. The program times the test and then 
calculates the words-per-minute rate. 


Lesson Structure | 


Lessons 1-12 each consist of three parts. Each lesson gives students 
practice first with letters, then with two-letter or two-symbol 
combinations (digraphs), and finally with words. Students must always 
press the space bar after typing a word. Lesson 13 consists exclusively 
of words. 


In Lesson 14, asentence appears at the top of the screen. Students must 
type the sentence. correctly on the bottom half of the screen. Once they 
type the sentence correctly, it disappears, and another appears. Each 
lesson consists of five sentences. 


In Lesson 15, a paragraph appears at the top of the screen. Students are 
timed as they type the paragraph on the bottom half of the screen. 
Incorrectly typed words are highlighted so that students can readily see 
their mistakes. When they complete the paragraph, the program displays 
their words-per-minute rate. 


In Lessons 14 and 15, students have the option of doing the lesson in 
typewriter mode or word-processor mode. In typewriter mode, they 
cannot back up to correct typing errors and they must press the RETURN 
key at the end of each line. In word-processor mode, the program lets 
students edit the word they are currently typing and automatically breaks 
words for them at the end of each line. 
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Teaches Proper Touch Typing Method 


During the first 13 lessons, there is a picture of the computer keyboard 

on the bottom half of the screen, with the correct finger position 
displayed. As a letter appears on the top of the screen for students to 
type, the appropriate key on the keyboard graphic lights up and the 
hands move to show correct finger position. For example, if the computer 
is prompting students to type a “T,” the “T” key on the picture of the 
keyboard lights up and the first finger on the graphic of the left hand 
moves from the home row position up to touch the “T” key. This teaches 
students the correct finger reaches and discourages them from looking 
down at the actual keyboard as they type. 


lf a student types an incorrect key, that key lights up in a different color 
on the picture of the keyboard. Each letter or word remains on the screen 
for a predetermined number of seconds, depending on the speed chosen. 
(See the user’s guide for a complete description of time.) If a student fails 
to type a letter, digraph, or word correctly before it disappears from the 
screen, it will reappear again immediately, and will continue to appear 
until it is typed correctly. 


To encourage students to form their own mental image of the keyboard as 
they type, during the last 10 words in a lesson the hands displayed on the 
screen no longer move to show correct finger position. The picture of the 
keyboard remains on the screen, but the correct keys no longer light up 

on the screen. If students are unable to type a word correctly before it 
disappears, however, the correct keys will then flash on the keyboard until 
the word is typed correctly. 


For more information on program operation, see the user’s guide included 
with this package. 


Positive Feedback 


Students receive points for typing letters, digraphs, and words correctly. 
The faster they type, the more points they receive. 


Lesson Speeds 


Keyboard Cadet offers enough levels to challenge both novice and 
advanced typists. Students can choose from among three lesson speeds 
for Lessons 1-13: Fast, Super Fast, and Hyper Fast. At the Super Fast 
speed, letters and words disappear almost twice as quickly as they do at 
the Fast speed. At the Hyper Fast speed, letters and words disappear 
almost twice as fast as they do at the Super Fast speed. 


Beginning typists will probably be most comfortable working at the Fast 
speed. After successfully completing a lesson at the Fast speed, they 
can repeat it at the Super Fast speed for more practice, and eventually at 
the Hyper Fast speed. Advanced typists will find the Hyper Fast speed 
challenging. 


Using the Program 


Keyboard Cadet is easy to integrate into your classroom. We believe that 
it should be the cornerstone of any effective computer literacy program. 
Children 8 and up will enjoy working with the program. Use it in a typing 
course or in a Language Arts class. Or make it available for students to 
use on their own, after regular school hours. 


There are 15 lessons in the program. Each lesson takes from 5 to 15 minutes 
to complete, depending on the student's typing ability and on the lesson 
speed chosen. Experienced typists working at the Hyper Fast lesson speed 
may finish a lesson within 5 minutes. Novice typists working at the Fast 
speed may take 15 minutes or more to successfully complete each lesson. 


Keyboard Cadet gives you two keyboards to choose from: the QWERTY 
(standard) and the Dvorak. We recommend that students learn the QWERTY 
keyboard first since it is the most prevalent. The Dvorak keyboard, 
however, is gaining in popularity because many people can type more 
quickly with it. lf your students already know the QWERTY keyboard, you 
may want to allow a little extra time for them to learn the Dvorak keyboard. 


The Student Activity Sheets included in this manual are designed to 
reinforce students’ familiarity with the keyboard. Each one takes about 
10 minutes to complete, and students can work on them when they are 
away from the computer. So, if you have a limited number of computers 
available, assign the Activity Sheets to some of your students while the 
rest of the class is working on Keyboard Cadet at the computer. 


There are six Activity Sheets in all, three for each keyboard. The first Activity 
Sheet on each keyboard assumes no prior familiarity with a typewriter or 
computer keyboard. The other Activity Sheets assume that students have 
been introduced to the complete keyboard; they could be assigned near 
the end of your typing course. Also included in this manual is areproducible 
illustration showing proper typing position, which can be handed out to 
students when they begin using the program. 


Different Learning Paths 


Keyboard Cadet offers two learning paths: “Choose Your Mission” and 
“Enter Cadet Training Program.” With Choose Your Mission, students 
can select any of the 15 lessons shown on the lesson menu. This allows 
them to focus on previously identified weak areas. They can repeat 
lessons as often as they like, and they can run the same lesson again at 
different speeds. With Cadet Training, the program starts students at 
Lesson 1 and moves them lesson by lesson through the entire 15 lessons 
as mastery is demonstrated. 
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internal Management 


The Cadet Training Program offers internal management of up to 100 
students at a time. Once students sign on and select Cadet Training, 
the program will automatically keep track of their progress as long as 
they save their work at the end of each session. Then, the next time 
they work on Keyboard Cadet, the program will start them where 
they left off at the end of the previous session. 


In Cadet Training, students must complete the 15 lessons in order. 

They cannot begin Lesson 2, for example, until they have successfully 
completed Lesson 1. If a student fails to successfully complete a lesson, 
that lesson will automaticallly be repeated until it is mastered. Students 
complete Cadet Training after they finish Lesson 15, which gives them a 
words per-minute rate. Cadet Training is available for both the QWERTY 
and Dvorak keyboards. 


Different Computer Arrangements 


One computer in the classroom If only one computer is available, use 
Keyboard Cadet as a tool to demonstrate proper finger position. The 
on-screen picture of the keyboard and hands and the highlighting of 
correct and incorrect keys provide a vivid and effective way to show 
correct finger reaches. You can devise a schedule that allows each student 
time with the computer. You may want to introduce one to two lessons 
per week. If schedules permit, you can also encourage students to work 
on the program during their free time throughout the day. 


Many computers available If you have access to many computers, have one 
student work on the program at each computer. We recommend that 

you give students as much time with the computers as possible. Ask them 
to do the Cadet Training Program, which lets students proceed at their 
own pace. The lessons in Cadet Training are administered by the program. 
The program automatically keeps a record of students’ scores and moves 
them from one lesson to the next as they master the material. Each lesson 
teaches a few new keys and reinforces keys learned in previous lessons. 


Proper Typing Position 


Following the guidelines below will help improve your typing 
performance and will make you more comfortable while you type. 


Don’t forget to keep your: 


head up and your eyes on the material you are typing, not 
on your fingers 


fingers curved and resting lightly on the home row 


arms and shoulders relaxed. 


Sit directly in front of your keyboard, 
with your body erect. 


Keep your feet flat on the floor. 


Copyright © 1985 Mindscape, inc. All rights reserved. This page may be reproduced. 


Activity Sheet 1 (QWERTY) 


Look at the diagram of the QWERTY keyboard below. Create as many 
words as you can in five minutes using only the left-hand keys. Then 
do the same for the right-hand keys. You can use proper names too. 
Which side yields more words? 


NAME 


Left Hand Right Hand 


1 | 2 | | 5 
Bo) Go) 


BEE Go 


G 


Word list Word list 
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Activity Sheet 2 (QWERTY) 


Most of the letters on the keyboard have been omitted from the 
diagram below. A few have been left on the keyboard to give you 
some orientation. Each number (1-29) on the letter portion of the 

» keyboard corresponds to a missing letter, space, or punctuation mark. 
(Some are used more than once.) Solve the secret message below by 
filling in the letters that correspond to the numbers placed on the 
keyboard. The first letter is done for you. 


NAME 


Boag oa 0008 
BOBO oe ee 
BER oOE aaa 
Poo 08 o 8 oo 
Bees <7 


——— EK LS A SS oo Se 


1G 47 08-19-26 91 ~~ «22 2 2 OS a 
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Activity Sheet 3 (QWERTY) 


Look at the picture of the QWERTY (standard) keyboard below. 
Indicate which Is the proper finger to type each key. Use the following 
abbreviations: L1, L2, L3, and L4 for each of the fingers on the left 
hand; R1, R2, R3, and R4 for each of the fingers on the right hand. 


1 = index finger au ARR 
2 = middle finger 

3 = ring finger 

4 = little finger Leh Right 


The F key, which you touch with the index finger of your left hand 
(L1), is done for you. Fill in the rest. 


NAME 


Left Hand ~ Right Hand 


Bee 
aoe 
aes 
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Activity Sheet 1 (Dvorak) 


Look at the diagram of the Dvorak keyboard below. Create as many 
words as you can in five minutes using only the home row keys. 
Those are the middle row of letter keys, the ones your fingers rest on. 
» You can use proper nouns (like Heidi) in your word list. 


NAME 


Home Row 


HRB eae ee 
BBE eweeoee 


Word List 
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Activity Sheet 2 (Dvorak) 


Most of the letters on the keyboard have been omitted from the 
diagram below. A few have been left to give you some orientation. 
Each number (1-39) on the letter portion of the keyboard corresponds 
to a missing letter, space, or punctuation mark. (Some are used more 
than once.) Solve the secret message below by filling in the letters 
that correspond to the numbers placed on the keyboard. The first 
letter is done for you. 


NAME 

BB) De oe 
rer cee 
Pa Bee ooo eo 
i oe ad 


—— mm me em een C$ 


12.3 @ 5 6 7 8 9 (Me Be mis 6 iF a 


—————————————— re ee ae eee, ne a ci: (Guiaiaaee dicniciees  otaaniaiui care ~ pee se 


21 22 (23) 24 25 26 27 28 29 (30) 31 32 33 (34) 35 36 37 38 39 


Sa re 
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Activity Sheet 3 (Dvorak) 


Look at the picture of the Dvorak keyboard below. Indicate which is 
the proper finger to type each key. Use the following abbreviations: 
L1, L2, L3, and L4 for each of the fingers on the left hand; R1, R2, R3, 
and R4 for each of the fingers on the right hand. 


1 = index finger a Bas RORY 
2 = middle finger 

3 = ring finger 

4 = little finger Left Right 


The U key, which you touch with the index finger of your left hand (L1), 
is done for you. Fill in the rest. 


NAME 


Left Hand Right Hand 


TIT 
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Answers to Activity Sheets 


Activity Sheet 1 (QWERTY) 


Answers will vary. 


Activity Sheet 2 (QWERTY) 


Most of the letters on the keyboard have been omitted from the 
diagram below. A few have been left on the keyboard to give you 
some orientation. Each number (1-29) on the letter portion of the 
keyboard corresponds to a missing letter, space, or punctuation mark. 
(Some are used more than once.) Solve the secret message below by 
filling in the letters that correspond to the numbers placed on the 
keyboard. The first letter is done for you. 


NAME 


1 4 5 8 9 (10) 11 12 13 14 = (15) 


0 Dg. fe Pe tT ee 
16 17 (18) 19 (20) 21 22 23 24 25 26 27 28 29 


Activity Sheet 1 (Dvorak) 


Answers will vary. 


Activity Sheet 2 (Dvorak) 


Most of the letters on the keyboard have been omitted from the 
diagram below. A few have been left to give you some orientation. 
Each number (1-39) on the letter portion of the keyboard corresponds 
to a missing letter, space, or punctuation mark. (Some are used more 
than once.) Solve the secret message below by filling in the letters 
that correspond to the numbers placed on the keyboard. The first 
letter is done for you. 


NAME. 


1 2 3 (4) 5 6 7 8 9 10 (11) 12 13 14 15 16 17 18 19 (20) 


J1$ easter for some. 
21 22 (23) 24 25 26 27 28 29 (30) 31 32 33 (34) 35 36 37 38 39 


Activity Sheet 3 (QWERTY) 


Look at the picture of the QWERTY (standard) keyboard below. 
Indicate which is the proper finger to type each key. Use the following 
abbreviations: L1, L2, L3, and L4 for each of the fingers on the left 
hand; R1, R2, R3, and R4 for each of the fingers on the right hand. 


1 = index finger 4 Bau AAR 
2 = middle finger 

3 = ring finger 

4 = little finger i L2 


The F key, which you touch with the index finger of your left hand 
(L1), is done for you. Fill in the rest. 


NAME 


Left Hand Right Hand 


Activity Sheet 3 (Dvorak) 


Look at the picture of the Dvorak keyboard below. Indicate which is 
the proper finger to type each key. Use the following abbreviations: 
L1, L2, L3, and L4 for each of the fingers on the left hand; R1, R2, R3, 
and R4 for each of the fingers on the right hand. 


1 = index finger aN 
2 = middle finger 

3 = ring finger 

4 = little finger a ron 


The U key, which you touch with the index finger of your left hand (L1), 
is done for you. Fill in the rest. 


NAME 


Left Hand Right Hand 


BH ae 
v AA 
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Limited Warranty 


Mindscape, Inc. warrants to the end user of this computer software 
product that the recording medium on which the software programs 
are recorded will be free from defects in material and workmanship for 
thirty (30) days from the date of purchase. Defective media returned by 
the end user during the thirty (30) day period will be replaced without 
charge, provided that the returned media have not been subjected to 
misuse, damage or excessive wear. 


Mindscape, Inc. does not warrant that the programs will meet the end 
user's specific requirements. ANY STATEMENTS MADE CONCERNING 
THE UTILITY OF THE PROGRAMS ARE NOT TO BE CONSTRUED AS 
EXPRESS OR IMPLIED WARRANTIES. 


THIS WARRANTY IS IN LIEU OF ALL OTHER WARRANTIES, WHETHER 
ORAL OR WRITTEN, EXPRESS OR IMPLIED. ANY IMPLIED WARRANTIES, 
INCLUDING IMPLIED WARRANTIES OR MERCHANTABILITY AND FITNESS 
FOR A PARTICULAR PURPOSE, ARE EXCLUDED. 


IN NO EVENT WILL MINDSCAPE, INC. BE LIABLE FOR INCIDENTAL OR 
CONSEQUENTIAL DAMAGES OF ANY KIND IN CONNECTION WITH THE 
SOFTWARE PRODUCTS. 


Some states do not allow the exclusion or limitation of incidental or 
consequential damages or limitations on how long an implied warranty 
lasts, so the above limitation or exclusion may not apply to you. This 
warranty gives you specific legal rights, and you may also have other 
rights which vary from state to state. Address all correspondence to: 
Mindscape, Inc., 3444 Dundee Road, Northbrook, Illinois 60062. 


Diskette Replacement Policy 


For 12 months following the 30-day limited warranty period, you can replace 
defective diskettes at a cost of $15.00 per diskette. To replace a diskette: 
= Enclose the defective diskette with a brief explanation of the problem 
= Enclose a check or school purchase order for $15.00 
= Send in protective packaging to: 
Mindscape School Group Customer Service 
Mindscape, Inc. 


3444 Dundee Road 
Northbrook, Illinois 60062 
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Keyboard Cadet 


Overview 


To Begin 


Please see other side. 


Keyboard Cadet is an effective tool for learning touch typing. The program 


is easy enough for young children, but its three levels also make it 
challenging for teenagers and experienced typists. Based on the best-selling 
typing course in schools, Keyboard Cadet provides a comprehensive 
program of typing instruction for both the QWERTY(standard) and Dvorak 
keyboards. 


Each of the first 12 lessons begins with practice typing letters (and/or 
numbers and symbols), then moves on to two-letter combinations, and 
finally to words. Each lesson introduces several new keys and gives 
additional practice with keys introduced in earlier lessons. In Lesson 13, 
users type words; in Lesson 14, sentences; and in Lesson 15, paragraphs. 
At the end of Lesson 15, the program displays a words-per-minute rate. 


Keyboard Cadet comes with several special features. During the first 

13 lessons, a picture of the keyboard and a picture of hands showing 
correct finger position are displayed on the screen* As each letter, number, 
or symbol is displayed, the hands move to show the proper finger reaches, 
and the correct key is highlighted on the picture of the keyboard. If a 
typing mistake is made, the incorrect letter lights up on the picture of ~ 
the keyboard. 


1. You will need the following: 


=» Computer 
= Disk Drive 
= Monitor or TV (color recommended) 


2. Set up the equipment. 


3. Load the program according to the instructions on the Reference Card 
included with this package. 


*Note to Apple users: Apple’s Dvorak keyboard layout differs slightly from 
the Dvorak layout on other machines. The following keys are affected: 
colon/semi-colon, double/single quotes, and question mark/slash. The 
Dvorak keyboard layout shown on the screen in the Apple version of 
Keyboard Cadet reflects these differences. 


To Demonstrate 1. After the program has been loaded into the computer, you will see the 
Keyboard Cadet title on the screen. Press any key. 


2. Select the QWERTY(standard) keyboard. 
3. Type in your name. 


4. Onthe Main Menu screen, which lists the program's primary activities, 
select “Choose Your Mission.” This option takes you to the Lesson 
Menu, where you can choose any of the 15 lessons. 


lf you were to choose “Cadet Training,” the program would automatically 
take you to Lesson 1 and move you along one lesson at a time as you 
demonstrate mastery of each lesson. The third option on the Main 

Menu, the “Hall of Fame,” displays the top five scores on the disk achieved 
by anyone enrolled in the Cadet Training Program. 


5. Onthe Lesson Menu, select Lesson 2, which introduces the h, e, and 
o keys. This lesson demonstrates how the picture of the keyboard and 
hands on the screen show correct finger position for each character the 
program prompts you to type. 


6. Next, choose a lesson speed—Fast, Super Fast, or Hyper Fast. Hyper Fast 
is the fastest lesson speed; Fast, the slowest. The faster the lesson 
speed, the more points you receive for typing letters and words 
correctly. For demonstration purposes, choose Fast. 


7. The lesson will begin. You will see a letter zoom across the screen. 
The goal is to type it as quickly as possible before it disappears. Type 
several letters correctly, then make a typing mistake intentionally. 
When a letter is typed correctly, it explodes and the next letter appears. 
lf aletter is typed incorrectly, that key lights up on the picture of 
the keyboard on the screen. The letter continues to reappear until it 
is typed correctly. 


Remember to look at the picture of the keyboard on the screen, not 
down at the actual keyboard, as you type! 


Please see other side. 00662 
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Introduction 


As long as computers have keyboards, learning to type efficiently will be 
important to all computer users. Mindscape’s Keyboard Cadet offers a win- 
ning combination of proven typing methods and motivating graphics and 
excitement. 


We simply put the developers of the most successful traditional typing 
program for schools in a room with award-winning computer entertain- 
ment designers and programmers. The result was Keyboard Cadet—every- 
body’s space age ticket to typing mastery and fun. 


Novice typists will benefit from Keyboard Cadet’s step-by-step approach 
to learning typing fundamentals, which is based upon the best-selling typ- 
ing course in schools. 


Intermediate typists will use Keyboard Cadet to brush up on important 
or troublesome areas as they make steady progress toward typing fluency. 


Advanced typists will be challenged by Keyboard Cadet’s many levels 
and its timed typing tests. 


And everybody will enjoy flying through a universe where excitement 
lurks behind every turn. And where your only defense is those little keys 
beneath your fingers. 


Some of you may simply enjoy this complete, carefully-structured typ- 
ing course; some (after you catch your breath) will wonder how we could 
pack so much action and fun on one disk. All keyboard cadets, both young - 
and old, will appreciate our unique approach to developing and refining typ- 
ing skills. 


The program has 15 lessons, each a unique challenge as you, a space 
pilot, fly your ship through a galaxy unlike any you have ever seen before. 
Lessons 1-12 begin by introducing new keys and by reinforcing already- 
taught keys, then move on to two-letter combinations (digraphs), and finally, 
to words. In addition to having three parts, these lessons offer three speeds. 
Lesson 13 gives you practice typing words. Lesson 14 challenges you to type 
complete sentences. And Lesson 15 is the ultimate test of your typing abil- 
ity: the computer times you as you type paragraphs, and then calculates your 
words-per-minute rate. 


Throughout the program, you have two keyboards to choose from: 
QWERTY (standard) and Dvorak. So, Cadet, strap yourself in, and get ready 
to undertake the challenge of the keyboards. 


The QWERTY and Dvorak Keyboards 


The standard keyboard, known as QWERTY for the first letters in the top 
row of letter keys, has been around for over 100 years. The Dvorak key- 
board, named for its inventor, August Dvorak, has been available for almost 
50 years, but people are just becoming aware of it. The reason: the Dvorak 
keyboard, which arranges the letters so most typing is done on the “home 
row,” allowed many typists to type faster than on the QWERTY keyboard. 
Some people typed so fast that the keys on mechanical keyboards got 
tangled! Now, with the coming of electronic keyboards, people are 
reevaluating the Dvorak keyboard. The two keyboards are pictured below. 


Dvorak rearranged the letters on the QWERTY keyboard, putting most 
of the vowels on the “home row” and eliminating awkward finger reaches. 
Many people report increased typing speed and accuracy with the Dvorak 
layout. Because of this, the Dvorak keyboard is gaining in popularity as a 
productivity tool. Although most computer keyboards utilize the QWERTY 


The QWERTY (Standard) Keyboard* 
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Numbers at the top indicate finger positions. es ee ee 


1: Index finger 3: Ring finger 
2: Middle finger 4: Little finger 


and symbols varies somewhat from one 
manufacturer to another. 


arrangement, some computers have switches that let you switch to the Dvorak 
keyboard. Also, software is available for many microcomputers that con- 
verts the keyboard from QWERTY to Dvorak. 


With Keyboard Cadet, you can choose to practice typing with either 
keyboard. It makes no difference whether or not you label your QWERTY 
keys with their Dvorak counterparts since a picture of the keyboard is dis- 
played at the bottom of your monitor screen, with the correct hand position 
shown. When you are doing lessons using the QWERTY keyboard, a pic- 
ture of the QWERTY keyboard is shown on your screen; when you are doing 
the Dvorak lessons, a graphic of the Dvorak keyboard layout is displayed 
on your screen. Regardless of the keyboard, your goal is to learn to touch 
type without looking down at your hands! 


If you’re a beginning typist, we recommend that you first learn the 
standard QWERTY keyboard since it’s the most prevalent keyboard 
arrangement. 


The Dvorak Keyboard 


Left Hand Right Hand 


Numbers at the top indicate finger positions. 
1.: Index finger 3: Ring finger 
2.: Middle finter 4: Little finger 


Good Form 


Posture 


Good form usually results in better performance at whatever you're doing. 
Typing is no exception. Correct posture and hand position are very important. 


Correct posture and typing technique make it easy to keep your fingers on 
the right keys. With good posture, you will not strain your arm and shoul- 
der muscles, even when you type for hours at a time. Follow these guidelines: 
1. Sit directly in front of your keyboard. 

2. Keep your head up and your eyes on the material you are typing. 

3. Keep your feet flat on the floor, if they reach. 
& 


. Relax your arms and shoulders. 


Correct Hand Position 


Whether you are using the QWERTY or Dvorak keyboards, it is important to 
place the fingers of both hands on the “home row,” the middle row of letter 
keys. Curve your thumbs over the space bar, but do not let your thumbs touch 
it. Study the drawings of the keyboards in this manual to see the correct 
finger positions. 


If you are using the QWERTY keyboard, position the fingers of your left 
hand on the A SD F keys in the middle row, putting your first finger on the 
F key and your little finger on the A key. The fingers of your right hand go 
on the J K L ; (semi-colon) keys in the middle row, with the first finger on 
the J key and the little finger on the semi-colon key. These eight keys are 
called the home keys. 


Note: if you have a Commodore 64, the fingers of your right hand go on 
the J K L: (colon) keys. The ; (semi-colon) is one key to the right of the : 
(colon) key on the Commodore 64. 


If you are using the Dvorak keyboard, position the fingers of your left 
hand on the A OE U keys in the middle row. Place the fingers of your right 
hand on the H TN S keys. 


When you need to type a letter that is not in the home row, only one 
finger should leave the home row to strike that key; the other fingers should 
remain in place. Then bring that finger back to the home row again as soon 
as you strike the appropriate key. If you don’t keep your fingers on the home 
row, you will find yourself typing the wrong keys. 


While your fingers are on the home keys, let your wrists drop slightly. 
But make sure they do not touch the frame of your machine. 


Strike each key with a quick, firm finger stroke. One exception: Strike 
the space bar with your right thumb. Use a quick down-and-in motion. 


Getting Started 


First Steps 


1. Insert your Keyboard Cadet disk, with Side 1 facing up. Note: If you have 
the IBM version, you will only have a label on one side of your disk. 
Always insert the IBM disk with the label side up; you won’t have to flip 
the IBM disk from Side 1 to Side 2. 


2. Load the program. (If you need loading instructions, see the Reference 
Card.) The cockpit of your spaceship will appear, with the Keyboard Cadet 
title displayed in the window of the ship. Press any key to begin. 
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You are now asked to choose the keyboard you want to use. Select a key- 
board: QWERTY (standard) or Dvorak. If you have questions about the 


Dvorak keyboard, see the section called ‘““The QWERTY and Dvorak 
Keyboards” in this manual. 


Next, you will be asked to enter your name. This will ensure that your 
scores get recorded in your name if you decide to enter the Cadet Train- 
ing Program (an explanation follows). Who knows, if your training pro- 
gram is successful enough, you may be inducted into the Cadet Hall of 
Fame. 

Fach time you use the program, be sure to enter your name exactly 
the same way. That way, the program will keep your records straight. If 
you call yourself “BILL,” for example, enter your name as “BILL” each 
time; don’t use “BILL” one time, “WILLIAM” the next time, or BILL S. 
the third time. 


5. Now, from the Main Menu or list of choices, you can Choose your Mis- 


sion, Enter the Cadet Training Program, or See the Hall of Fame. 


Fach of these options is described below. Use the space bar to position 


the check mark next to the option you want. Then press RETURN. 


Choose Your Mission 


When you select the Choose Your Mission option, the Lesson Menu will 
appear. You can select any one of 15 lessons, beginning with typing prac- 
tice on the “home row” in Lesson 1 and culminating with taking timed tests 
in Lesson 15. 


If you selected the Dvorak keyboard, you are first asked to turn your 
disk over, insert Side 2 in the drive, and press RETURN. (IBM users will 
not be asked to turn the disk over.) Then the Dvorak Lesson Menu will appear. 


Use the space bar to position the check mark next to the lesson you want 
to do. Then press RETURN. For an explanation of how the lessons are orga- 
nized, see the section called “Lesson Format” in this manual. 


After you choose the lesson you want and press RETURN, you go to the 
Speed Selection Menu. Here you choose a speed for your typing mission: 
Fast, Super Fast, or Hyper Fast. For more information, see the “Speed and 
Scoring” section. 


Enter Cadet Training Program 


The Training Program starts you off with elementary typing challenges and 
moves you along one lesson at a time until your typing is lightning quick. 
If you choose this option, the program keeps track of your progress. When 
you finish working and save your lesson results, your score and lesson 
number are recorded. Then, next time you work with Keyboard Cadet, the 
program will automatically start you where you left off. 


After you choose the Training Program, you will be asked to select the 
lesson speed. Choose Fast, Super Fast, or Hyper Fast (described in the “Speed 
and Scoring” section). Ina moment, the Training Program will start. If you 
are entering the Cadet Training Program for the first time, you will auto- 
matically begin at Lesson 1. 


Note: If you have selected the Dvorak keyboard, you will be asked to 
take out the disk and reinsert it, with Side 2 facing up, before choosing a 
lesson speed. (IBM users will not have to turn the disk over.) 


Here are the rules of Basic Cadet Training: If you successfully complete 
Lesson 1, the program will automatically move you ahead to Lesson 2, and 
so on. If you fail to successfully complete Lesson 1, the program will auto- 
matically repeat that lesson until you master it. 
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Saving Your Lesson Results 


Although you will be asked at the end of each lesson that you complete 
successfully if you want to save your scores, you only need to save your 
lesson results at the end of each session at the computer. If you successfully 
complete Lesson 3, for example, and want to go ahead to Lesson 4, choose 
the “Continue on to next lesson” option at the end of Lesson 3. Let’s say 
that you go on and successfully complete Lesson 4, but want to quit there 
and save your combined lesson results. Choose the “Save scores” option at 
the end of Lesson 4. Your combined scores for Lessons 3 and 4 will be 
recorded and your file updated. 


If you are in the middle of a lesson and want to save your lesson results, 
use the escape function to get out of the lesson. (See the Reference Card for 
the appropriate key to press.) You will see a menu offering you, among other 
things, the option to save your lesson results (assuming that you have com- 
pleted at least one lesson during your work session). If you choose the “save” 
option, the program will record your results up to and including the last 
lesson you successfully completed. Let’s say you decide to quit in the mid- 
dle of Lesson 3 after completing Lessons 1 and 2. The program will record 
your scores from Lessons 1 and 2, but not 3. The next time you enter 
the Cadet Training Program, the program will start you at the beginning of 
Lesson 3. 


See Hall of Fame 
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Keyboard Cadet gives you the option to visit the Hall of Fame. Choose this 
option to see the five highest scores earned in the Cadet Training Program 
along with the names of the fabled Cadets who have earned this lofty honor. 
Only scores from the Cadet Training Program mode are eligible for the Hall 
of Fame. The program will not store your lesson results in “Choose Your 
Mission” mode. Although the program can keep track of up to 100 Cadets 
at a time, only the top five will appear in the Hall of Fame. 


Press RETURN when you have completed your visit. The Main Menu 
will appear again. 


Note: If no scores have been previously recorded on the program disk, 
instead of the Hall of Fame roster a message will inform you that no scores 
have been logged on the disk. If this happens, press RETURN to get back to 
the Main Menu. 


~ Lesson Format 


- Lessons 1-12 


Structure 


Lessons 1-12 share the same format: each introduces one or several new keys 
on the keyboard. The specific content of each lesson is listed on the Lesson 
Menus on your Keyboard Cadet disk and on the Reference Card. Each lesson 
first gives you practice with individual letters or symbols, then moves on 
to combinations of two letters or symbols, and finally presents words for 
you to type. For reinforcement, you must press the space bar after each 
word. A small spaceship will appear on the screen to remind you to press 
the space bar. 


In each of these lessons, you are at the helm of a spaceship, looking out 
the cockpit window into outer space, where letters and symbols come at 
your ship like comets and where words appear and disappear. The challenge 
is to make the letters explode by typing them on your keyboard before they 
disappear from the screen. For letter combinations (digraphs) and words 
displayed on your screen, your goal is to type them correctly before they 
vaporize. 


Instructional Aids 


At the beginning of Lessons 1-12, you also get some help from Mission 
Control back on earth: As you look at the control panel of your ship, you 
will see a picture of the computer keyboard on your screen, with the correct 
hand position displayed. The picture of the keyboard and hand positions 
are shown on the screen to help you learn the correct finger reaches and to 
help you learn to type individual letters without looking down at your 
computer keyboard. 


Once during each lesson, a mysterious “Mother Ship” will appear out 
of nowhere to make sure that your hands have not wandered from their 
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correct “home row” position. The Mother Ship will explode if you can type 
the eight home row keys your fingers rest on while the ship is visible. Be 
quick; it vanishes rapidly. (See the “Mother Ship” section for more 
information on how to win points by positioning your hands correctly.) As 
a general rule, you should never look down at your computer keyboard as 
you type. It slows you down. And while you are on a Cadet typing mission, 
you simply can’t afford to look down at your computer keyboard because 
you will miss valuable opportunities to vaporize letters. If you are operating 
your spaceship at the fastest speed (called Hyper Fast), you don’t have time 
to blink, so don’t even think about taking your eyes off your cockpit window 
and control panel. If you can’t remember where a key is, look at the picture 
of the keyboard on the screen, not at the computer keyboard. 


The key you are to type on your computer keyboard flashes on the picture 
of the keyboard on your screen. If you strike the wrong key on your computer 
keyboard, that key lights up in red on the keyboard displayed on your screen. 
As a letter is displayed on your screen for you to type, a finger on the picture 
of the hand moves to the appropriate key (if it is not on the home row), 
showing you the correct finger reach. 


Solo Mission 


During the last ten words in a lesson, the hands on the screen no longer guide 
you. The picture of the keyboard still remains on the screen, but there are 
no flashing keys to help you. You’re on a solo mission from this point on. 
But Mission Control will not leave you completely stranded: If you fail to 
type a letter or word correctly, it will reappear on your screen, and this time 
the correct keys will flash on the picture of the keyboard. If you make a typing 
mistake at this point, the incorrect key will light up in red on the picture of 
the keyboard, just as it does during the first part of the lesson. Once you 
type that word correctly, however, the next word will appear but no keys 
will flash on the screen. 


Other Important Information 


The score counter is in the lower right corner of the spaceship’s control 
panel. It is constantly updated throughout each lesson. See the section called 
“Speed and Scoring” for more details. The current speed is shown on your 
control panel. 


When you first begin typing letter combinations and words in a lesson, 
a number on the left side of the screen tells you how many more combi- 
nations and words there are to type in that lesson. Each time you type a 
letter combination or word correctly, the number goes down by one, until 
you finally complete the lesson successfully or until the lesson ends because 
you lose all your Home Ships. 


Your Home Ships are on the left side of your control panel. In Lessons 
1-13, you start each typing mission with five Home Ships. Try to protect 
those ships; they are valuable. See the “Speed and Scoring” section for point 
values. You protect Home Ships by typing letters before they zoom over- 
head and by correctly typing words before they vaporize. You lose Home 
Ships when a letter goes overhead or a word vaporizes before you’ve typed 
it correctly. 


Note: You can only lose one Home Ship per letter or word. If you fail 
to type the letter “c” before it zooms overhead, for example, you’ll lose a 
ship. Then the letter “c” will appear again and continue to reappear on the 
screen until you type it correctly, but you won’t lose another ship if you 
type it incorrectly. 


15 


words remai 
in lesson 


Home S 


Lesson 13 


SccuuuunoaaKee/ highlighted 


board 
er 


After Lesson 12, there is no more practice with letters and digraphs. In Les- 
son 13, still at the controls of your ship, you type only words, one ata time, 
as they appear on your screen. Remember to press the space bar after you 
type each one. 


Ending Lessons 1-13 
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A lesson ends when 1) you correctly type all letters, digraphs, and words 
before you lose all five Home Ships; or 2) you lose all five Home Ships before 
completing the lesson. 


If you finish the lesson with one or more Home Ships remaining, you 
get Bonus points added to your score. Next, if you are in the Cadet Training 
Program you will be asked to choose one of two activities: saving the lesson 
results or continuing on to the next lesson. If you are in “Choose Your 
Mission” mode, you can opt to continue on to the next lesson or return to 
the Lesson Menu. 


If you lose all five Home Ships before completing a lesson, a “Try again” 
message will flash in the window of your spaceship. Then, the Speed 
Selection Menu will appear. After you choose a speed, the same lesson will 
start again. If you are working in the “Choose Your Mission” mode, how- 
ever, you will see an additional message at the bottom of the Speed Selec- 
tion Menu, giving you the option to return to the Lesson Menu if you want 
to try another lesson. 


Lessons 14 and 15 


In Lessons 14 and 15, you are no longer in your ship’s cockpit. Instead, a 
sentence (Lesson 14) or a paragraph timed typing test (Lesson 15) appears 
at the top of the screen. 


After choosing Lesson 14 or 15, you select whether you want to type in 
“typewriter mode” or “word-processing mode.” If you choose “typewriter 
mode,” you must press RETURN at the end of each line you type and you 
cannot back up to edit errors you may have made. If you choose “word- 
processing mode,” the program has a “word wrap” feature that automati- 
cally breaks each line you type at the end and starts another line for you. 
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You do not need to press RETURN. In “word-processing mode,” you can 
also insert or delete letters in the current word you are typing. 


In these two lessons, type the sentence or paragraph as fast and as accu- 
rately as you can on the bottom of the screen. Note that the words change 
color in sequence to indicate what you should be typing at any given point. 
Since Lesson 15 is an actual typing test, the program calculates your words- 
per-minute rate as you type. 


If you type a word incorrectly in Lesson 14, it will be erased, and the 
program will prompt you to type the word again. Press RETURN when you 
finish typing each sentence. You have five sentences to type in Lesson 14. 


If you type a word incorrectly in Lesson 15, it will light up in a different 
color. The program will then prompt you to type the next word in the par- 
agraph. Keep going; there is no turning back to correct mistakes in words 
you typed earlier in the paragraph. Remember to press the space bar once 
and only once after each word. Press RETURN when you finish typing the 
entire paragraph. Your time and words-per-minute rate will then appear. 


Speed and Scoring 


In Lessons 1-13, points are calculated according to how quickly you type 
the letter, letter combination, or word on the screen and according to the 
speed you’ve selected. The program keeps score for you as you work through 
a lesson. The score counter is located at the bottom of your screen and is 
updated each time you correctly type the letter(s) or the word displayed on 
the screen. The program does not subtract points from your score for wrong 
answers. 


Recall that there are three speeds in Lessons 1-13: Fast, Super Fast, and 
Hyper Fast. At the Super Fast speed, letters move roughly twice as fast as 
they do at the Fast speed. At the Hyper Fast speed, letters move nearly twice 
as quickly as they do at the Super Fast speed. The table below shows the 
maximum point values for each letter or word you type at each speed. 


The number of points you receive for typing a letter, letter combination 
(digraph), or word is calculated at the point when you type it correctly. If 
you are typing individual letters at the Super Fast speed, for example, and 
you correctly type a letter in the first instant it is displayed, you would receive 
the maximum: 50 points. If you correctly type it when it is halfway through 
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its predefined display time, you would receive 50% of the maximum, which 
in this case would be 25 points (.50 x 50 points = 25 points). 


The longer it takes you to type the letter or word correctly, the fewer 
points you receive. You don’t receive any points if the letter zooms over- 
head or if the letter combination or word vaporizes before you type it cor- 
rectly. Letters or words that you miss are repeated until you type them 
correctly. However, you do not get any points for typing a letter or word 
once it has zoomed overhead or vaporized. 


Mother Ships and Home Ships 
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The number of points you receive for getting a Mother Ship or for saving a 
Home Ship varies depending on the speed you have selected. 


A Mother Ship appears only once during a lesson. This enormous and 
mysterious craft looms ominously in front of your ship for only a moment 
and then disappears without a trace. Its sole cosmic purpose is to teach 


you to keep your fingers positioned on the “home row” keys at all times. To 
make the Mother Ship explode, you must press, in any order, all eight keys 
that your fingers rest on in the “home row” while the ship is visible on the 
screen. If you are working at the Fast speed, you’ll receive 100 points for 
blasting the Mother Ship; at the Super Fast speed the Mother Ship counts 
for 200 points; and at the Hyper Fast speed, it counts for 400 points. 


You begin each of the first 13 lessons with five Home Ships. (Remem- 
ber that the Home Ship symbols are pictured on the left side of the control 
panel of your ship.) You lose Home Ships by making typing mistakes dur- 
ing the lesson. If you have Home Ships remaining at the end of a lesson, a 
“BONUS” message will flash on your screen and extra points will be 
awarded. For each Home Ship remaining at the end of a lesson, you receive 
50 points at the Fast speed; 100 points at the Super Fast speed; and 200 points 
at the Hyper Fast speed. 


Cadet Training Program Scores 


In the Cadet Training Program, your score will be cumulative. That is, it 
will represent the sum of the scores of each lesson you have completed. If 
you are working on Lesson 13, for example, your score will show your total 
points for Lessons 1-13 assuming that you remembered to save your prog- 
ress after each session at the computer. In the “Choose Your Mission” mode, 
your score will show your point total for your current session only. If you 
started a session at Lesson 10 and are now working on Lesson 13, for exam- 
ple, your score will show your point total only for Lessons 10-13. And your 
lesson results will not be stored. 
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Timed Typ 
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ing Test: Words Per Minute 


Lesson 14 gives you practice typing sentences in preparation for the timed 
typing test in Lesson 15. As you type paragraphs in Lesson 15, the program 
calculates your typing rate by counting the number of words you type cor- 
rectly and dividing by the amount of time you take on the test. This is called 
your “words per minute” rate, which you receive at the end of the lesson. 


Cadet, good luck. This keyboard mission could be one of the most pro- 
ductive of your life! 
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KEYBOARD CADET | 
Reference Card 


Hardware Requirements ; 

Apple® Ile or IIc computer ¢ Single disk drive 
Monitor or TV (color recommended) 

Apple is a registered trademark of Apple Computer, Inc. 


Loading Instructions 
1. Insert the Keyboard Cadet disk into the disk drive. The disk label should face up 

and be closest to you as you insert the disk. 
2. Close the disk drive door or latch. 
3. Turn on the computer and the monitor or TV. . 
4. Ina moment, the control panel of your spaceship will appear, with the program title 

displayed in the cockpit window: | 

Folio 
presents 
KEYBOARD CADET 


5. Now you are all set to start your typing mission. Press any key to begin. From here 
on, follow the simple instructions on the screen. 


Exiting from a Lesson 
To exit from any lesson in the program, press the key. 


Restarting the Program , 
To restart the program while the computer is on, press the [ Control], , and 


keys at the same time. 
Hall of Fame 


This program recognizes outstanding achievements. In the hallowed Hall of Fame, the 
space pilots with the top five scores in the Cadet Training Program are listed. Next to 
each pilot’s name is a Q or a D, indicating whether the scores were earned on the 
QWERTY (standard) or the Dvorak keyboard. 


Sound/No Sound Option | | 

At the beginning of the program, you will see a message asking whether you want the 
sound turned on or off. If you choose to turn the sound on, arcade-style sound effects 
will accompany the lessons. If you turn the sound off, the program will run silently. 


CAUTION: Make sure the |Caps Lock] key is released while running Keyboard 
Cadet. If you press the [Caps Lock |key down, the program will treat lower-case letters 


as capital letters. If this happens, release the | Caps Lock |key, and the program will run 
normally. 


See the other side for more information. 


Keyboards and Lessons 


You have two keyboards to choose from: QWERTY (standard) and Dvorak. 
For each keyboard there are 15 lessons, which are listed below. 


Lesson Menu: QWERTY Keyboard 


1) home row (asdf jk1;) 
2)heo 
3) t i and left shift 
4) r w and . (period) ’ (apostrophe) 
5) n g and right shift 
6)ucp | 
7) y x and , (comma) 
8) m z and : (colon) 
9) b q and ? (question mark) 
10) v and ” (quote) 
11) 0-9 
12) special characters 
13) word review 
14) sentences 
15) paragraph/timed test 


Lesson Menu: Dvorak Keyboard 


1) home row (aoeu htns) 
2)mir 
3) 1d . (period) 
4) c v p; (semi-colon) 
5) b , (comma) right shift 
6} j g left shift | 
7)qwft 
8) y ? (question mark) : (colon) 
9) x z ” (quote) 
10) k ’ (apostrophe) — (dash) 
11) 0-9 Hees 
12) special characters 
13) word review 
14) sentences 
15) paragraph/timed test 


00344 ; 7 See the other side for more information. 


Apple® Ie/Iic computers 


MINDSCAPE INC 


Developed by Camelot Software Apple is a registered 
Folio and Keyboard Cadet are trademarks of Mindscape, Inc. trademark of 
Copyright © 1985 Mindscape, Inc. All Rights Reserved. Apple Computer, Inc. 
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